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IAY 1947 IS CENTS 


(wilt ited at 5 o'clock? 
j fare she seeds to brush up on her TYPING TECHNIQUE 


S far as upkeep is concerned,” said a mo- 
tion picture executive, “there just doesn't 
seem to be any!” And a busy New York secre- 
tary wrote, “Somehow, working has suddenly 
become pleasurable”. . . just ove week after 
receiving her “beautiful, new Smith-Corona!"’ 
These comments are typical of the support 
Smith-Corona receives from both the girls be- 
hind the machine and the men who buy them. 













Prove it yourself! Match Smith-Corona 
against any other make. Weigh its perform- 
ance in terms of cost, dependability, precision 
of write and ease of operation. Then... decide 
your next purchase on the outcome. 


You'll find it easier 
witha Smith-Corona 


LC SMITH & CORONA TYPEWRITERS INC SYRACUSE I NY 
. +» makers also of Smith-Corona Portable Typewriters 
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STAIRWAY TO THE STARS 


The story of a rising young mezzo-soprano and how shorthand 
helped her to her goal with the Metropolitan Opera Company 


ANTHONY R. HAMILTON 


(). 
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The newspapers have pictured Miss Lipton as she appears in 
her operat role s. but we thought vou would prefer to see 
her here as she looks at home. This candid camera “shot’ 
caught her in her studio apartment in New York City with 
“fans,” looking over a favorite score 


one of her many young 
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REHEARSE THAT INTERVIEW! 


It will prevent an attack of “stage fright™ when the day 


comes for you to sell your services in the business neil 


ERLING NICOLATL ROLFSRUD 


TT. 
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Simple Susie! 
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“Comma Decimal Scale Tabulator, courtesy Underwoos i Corporation 


ARE YOU SKILLED Ih 


Where should you set the 
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ALAN C. LLOYD »° Assistant 
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1.00 

10.00 
100.00 
1000.00 
10000 .00 
100000 .00 
1000000 . 00 
10000000 . 00 
190000000 .00 
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mpact Decimal Scale labulator, courtesy Remington-Rand 


, J)ECIMAL TABULATION? 


ll def for ragged numeral col- 
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egg Publishing Company 








> 
t | ; ifs Sc, ear 
‘ ‘ r twnict - ¢ ! . t ta : , 
i ty t ‘ 
bal "a ‘ 1 ‘ byeee , 4 P 
\ < ' ‘ \ \\ iCKS ‘ k 
‘ > ‘ ‘ . - . ‘ ' ' ’ j ; ; ; <st ove ‘ 
£ ins \ ( \ ‘ i lor ft 
( $ ‘ aT ter i I itn 
t ‘ 
st ‘ e «ot .. . 2. = iy thy Met S ced eh: ‘ - 
SUIS ( maividual ¢ ti you ire i t I t ss ID 
re tt } met | ’ sel ‘ ‘ anf — 
ibout ' , s qu t ‘ ‘ ada ime. a i 
r , . most used 
, / $50, I } ‘ vs fie 
or a 
’ ¢ ’ a a rs for ’ y 
4 ‘ " + ‘ ; | ‘ > ‘ 
‘ ; ; , \ i S¢ ) " . 
, d nmpics 
‘ , ; Le . t ‘ tw sc ct j re ir 
cy ‘ GHit GHUSWCTS 
starting points nd ta it in extra t 
IRS] . : u TT » efor at the to re; ‘ startine . it f the s ‘ 


























fur Grece Wrirer. May. 
SAMPLE TAB-STOP SOLUTIONS 

Normal Back-Ups Step-Ups Twin Stop New Stop 
| | 4 1 4 4 4 

123,456 Pies, 456 123,456 123,456 123,456 
123,456 12,345 123,456 123,456 123,456 
123,456 12,3545 712,545 —I7123 123,456 
123,456 Tes, 456 123,456 —>123 123 
123,456 12,345 123,456 123,456 22 
123,456 12,345 212,345 —>123 23 

T 
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WHEN A TYPEWRITER 1 











©0008 060 


Key Decimal Tabulator B 


© 00000000600 


10-Key De ul Ta 
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0000 000000 


e0cceeceee 


FOR ordina 0000e0c000 


Lit STRAT \ 1 























158 Tue Grece Wrirer, May, Wy 
REA 
is so t Ss ft ] , , hoes ¢ ¢ 
s lace t] tw ( ted ~ bey is ui , 
| and aeoll (en and one be , : “dq 
(See the middl 1 Illustra 
tiie x es t t ] itl i \ th ‘ pas be wer Bi 
( y tt). ¢ 
‘ é , ; ; 
. - , . : sie | ] { msucrs ics- ab 
, .. 
Comma Unit Sca vin s no : ; laa al 
il Key 1 is not ‘ . ; to 
cents entries , 


Make a Note of It! l 
And That Veans You. Too! 


HELEN WATERMAN 
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TO SPEED UP LONG WORDS 


By disjoining, intersecting, and modified phrasing we are 


‘able to dispatch the long, hard words easily and quickly 


JANET KINLEY GREGG 
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Brief-Form Drills 
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“Match “Em Up” Quiz 


BORIS RANDOLPH 
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Sp ‘ak ing the Boss’s Language 


ROBERT P. GARROTI 
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Grece Wruerer. 


Your Own Shorthand List 


Answers to “Match “Em Up” 


(Juiz on Page 464 


te 
> 


BACK 


ARNYARD 


BOOTTACK 


BROWBEA 
EVENSONG 
FAREWELI 
RO ORD 
HANDSOMI 


DACHI 


Hil 


WINK 


{-] 


IVELONG 
OVERCOMI 
PRIMROsSI 
SCARCITY 
SPITFIRI 

RNPIKI 

WHATEVER 
WIRELESS 
WISEACRI 
WITHDRAW 
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DO YOU HAVE YOUR SPURS? 


There's still time for you teachers. students. and stenogra- 


May 















phers to win proof of the success of vour vear s practice 


FLORENCE ELAINE ULRICH 








Che Grega Criter 


Certificate of Teaching Accomplishment 
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~~ 


Marion COR axwell 


Sregg Wruer Testing Program 





- ee | 


li vou missed last month's anvouncement, turn to page 408 





for details about this newest award 
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QO. G. A. Membership Test 


Phe Miracle of Fric ndship 
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{ll-Star Cup—Willard Rude Sister Clare Teachers Cup 


iwards Made in the 1947 O. G. A. Contest 


ALL-STAR FINAL AWARD 


TEACHERS’ DIVISION WINNERS 


Ve wv Five Places Fountain Pen De sh Sets 


| Vext Eleven Places—Gregg Shorthand Reporting Course 
. Y ( 1) Vv I | R ~ 
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Proficiency Certificate Awards 


Gold Seal 
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T ‘anscription Speed Practice 


(380 Standard Words) 
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RELL 





May Test 






Material 


1 clut ' test papers should be m panic by a typewritten list of mames to expedite 

hecrRin an imsure accuracy tn making out ertin fe Way copy is &£ ad as member- 

hip test ior O 1 7] ‘ 7 wd O. G 1 uni receipt of the June 1947, issue 

Senior O. A, T. Test 
VSTRUCTIONS Type a copy of this letter, providing name and address, making suitable paragraphs 
Als repare the Comparative Balance Sheet which is to accompany the letter Make a good two-page 
Minimum fice standard: Satisfactory work on first writing. in 40 minutes 

Dear Sir: In response to your tele- that you need the Comparative Income 


phone request, we have pleasure in send- 
ing you the accompanying Comparative 


Balance Sheet We believe that it 
contains all the information you need. 
You will notice that the ¢gomparison is 


given for the years ending December 31, 
1945, and December 31, 1946. If you find 


Account report or the Earned Surplus 
Account that we discussed, let us know 
and we shall have copies prepared for 


you. You may be sure that we are al- 
ways glad to be of service to you. 
Very cordially yours; BROWN AND 


BROWN, Accountants. 


COMPARATIVE BALANCE SHEFT 
ASSETS 
) +1 194 T> si, 1 45 
“| | R34 00 $i4, 63,859.15 
5 459.06 
$13,645,834,.09 $14,989, 318.21 
875,948.61 841,374.68 
109,000.00 1,100,000.00 
47.670.95 $0,283.19 
S Soh $4,732.43 
149 ; 1,279.16 
$17 0.40).68 $18,026,987 .67 
LIABILITIES 

$ 9,195.83 $ 3,714.47 
Taxes 32,461.02 34,314.69 
60,000 OO 
1OS¢ +,850,000.00 5.350 ,000,00 
wo.os50 « 50.000 1,000, m0 00 1 ,000,090,00 

~ >. 531,18 > Say as 
N I ] 1, 1930 10,227,559.8 O47, 5s 

$17,.6/0,40 sik0 QR7 

Junior O. A. T. Test 
INSTRUCTIONS Type the following material about Jade, making a heading in all capital letters. 
Type evenly 

JADE Although jade is inseparably greatest rulers of the East treated it with 


associated with China, and a fondness 
‘or it is almost a national characteristic, 
there are no known deposits in that coun- 
ty. The Chinese value jade above ail 
Precious stones, and for centuries the 


a reverence given no other material. 
Jade is a term applied to certain min- 
erals of unusually compact texture and 
color, varying from nearly white to deep 
green. It has been (¢ 


nfinued on page 474 








Use double spacing in tvping this test 


There are few business men who can dictate a letter 
of any length that does not need some editing, largely 
because the attention of the dictator is focused upon the 
messages it is to contain rather than upon the form. He 
may dictate a long and involved sentence; his verbs may 
not agree with the subjects; the plurals may be wrong; 
a host of other little inaccuracies may creep in that the 
secretary must correct in transcribing. The language must 
be grammatical, no matter whether it is the work of the 
secretary or the dictator. Separating the two parts of a 
sentence connected by “and” will often produce a much 
more effective expression of theidea. Many businessmen 
have a habit of repeating a certain word in the same sen- 
tence. In such cases, substitute a synonym that expresses 
the idea. Keep the eyes and ears open for such repeti- 
tions, and at the first pause write in the correct word 
above the other. 

The sense of the matter being dictated should be kept 
in mind. The secretary must be on the lookout con- 
stantly for expressions that can be improved in transcrib- 
ing. Even if he does not always think it advisable to 
make such changes, the training he will get in studying 
the best ways of expressing a thought will add greatly 
to his power. 

The amount of editing necessary naturally will be gov- 
erned largely by the skill of the dictator. Some business 
men insist emphatically upon having their letters returned 
to them without any change in language—exactly as dic- 
tated. These instructions must be followed to the letter. 
The secretary should not, however, hand in letters that 


Vav Competent Typist Test 
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contain obvious inaccuracies. If uncertain about a point, 


he should tactfully draw the attention of his dictator to 
it. Most business men will appreciate the interest the 
secretary shows in perfecting the correspondence. 

If the secretary diplomatically makes known his knowl- 
edge of correct diction and grammatical construction, and 
an insight into the principles of correspondence, the actual 
composition of many letters will soon be entrusted to him. 
He will thus not only increase his efficiency in the office 
by assuming added responsibilities, but will be working 
directly for his own interests. 

If the secretary's knowledge of grammar and compo- 
sition is deficient, asystematic study of these subjects and 
an effort toimprove his use of the English language should 
be made. It should be one of the aims of the secretary 
at the beginning of his secretarial work to learn all he 
possibly can about the business in which he is engaged. 
He should learn the prices, the discounts, the names, and 
the nature of all the articles the firm deals in or manu- 
factures. He should study the methods followed by his 
employer, and analyze his selling talk. The names of 
the regular correspondents, or customers, what they buy, 
their peculiarities, the discounts given, their credit rat- 
ings; in fact, all the information available in connection 
with their relations to the business should be acquired 
by the secretary so that he will be able to supply imme- 
diately from his own knowledge any needed facts, or se- 
cure the documents that give them. A large amount of 
this information may be secured from the files of corre- 
spondence, or from catalogues and booklets. The knowl- 
edge gained of a business from such a study will enable 
thesecretary to edit intelligently any letter and transcribe 
it in a way to convey clearly the information it is in- 
tended to give even if imperfectly dictated.—Taken from 
“Secretarial Studies,” SoRelle and Gregg. 


[Repeat from the beginning until « rf the 
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oncluded 


historic 
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times in manufactur 


erals jadeite and nephrite. 


its resonant character has 


to the Chinese for 


and 
known 


used since pre- 
of 
weapons, utensils, and ornaments, and the 
name is commonly restricted to the min- 
Suitably cut, 
jade possesses the property of emitting 
a very clear musical tone when struck, 
been 
centuries. 
Sonority, when combined with character- 
istic translucency and color, is regarded 
as a sure test of genuine jade. “Sound- 
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ing-stones” and stones for polishing them 
are mentioned in Chinese records dating 


back to 23 B. C. In spite of its to 
ness, jade is worked into complic 
forms and elaborately carved obj 


ugh- 
ated 
ects. 


Of the many thousands of pieces from 


India and China, there are scarcely 
alike. 


two 


The artistic and lapidary work is 


so unique that Chinese jade carvings are 


classifed as a distinct art. 

Most of the jade used by the Chi 
came from either Turkistan or Bu 
and it is possible that some Siberia 


nese 
rma, 
n or 


New Zealand material has been used. 
Small amounts of nephrite have been 


found 
and, while the material 


in Alaska and British Columbia 
has not been 


found “in place” in either of these locali- 
ties, the conclusion is that the boulders 


originated somewhere in 
The jadeite of upper Burma is pr 


the vicinity. 


acti- 


cally all exported to China, and its value 


is nearly as great as the productio 
the ruby mines in that area. 
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F alphabets, I've had my fill. 
QO So please explain these. if you w 
I've found the words for “O.G.A..” 
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THE ABILITY TO “HANG ON” 
All about that little tyrant within us which makes us write 


faster than we can, day in, day out, whether we will or no! 
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Notes by Betty Jackson Tobin 
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“Lobby” for Home Foods 
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Why Worry? 


From “about the First” 
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Mid-America Exposition, Cleveland. Ohio 
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He Drove a Stutz 


KVP PHILOSOPHER 
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Aetual Business Letters 


Vacation Planning 
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